
 

1 

This document contains instructions to generate a report of receipts posted to a fund during a period. You 
must first log on to the NIS system using a valid user ID, navigate to General Accounting – Agencies > 
Manage Journal Entries > Enter Manual Journal Entries. Then follow the steps outlined in the screen shots 
below.  
 

 
 

Click Print General 
Journal by Batch 
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Then click Select 

Then click Submit 

Select NE9990RB 
Posted Receipts Journal 
Report 

Always check the box 
for Data Selection  
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Chose “Literal” 

Click in the Right 
Operand for Date - 
Batch  
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Chose “Literal” 

… Lastly click OK 

F.Y.I.  For any data selection, you 
may choose Range of Values for a 
continuous range or List of Values 
for more than one item that is not 
in a continuous range.  

Enter a single date in 
mmddyyyy format. Here we 
are using April 15, 2003. 
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Click OK once you have 
completed all of your data 
selection 

Either type your five digit 
Fund Number here or click 
the search feature. 

… Lastly click OK 
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Enter 1 for Account 
Number 

Then click OK 

For information on 
working with the report 
information in Excel see 
the “NIS Reports Manual” 

…Click OK. 
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First find your job and click 
the check box next to it 
when the Description field 
is Done 

Click Row, then 
Submitted Jobs 

Then click Row, View 
PDF 

Once you have 
submitted your report 
request, this screen 
will return. 
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Here is your report.  It could take a 
couple seconds to appear depending 
on the number of pages on your 
report.


